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Whereas:

The Student Government of the University of North Florida was established to represent student
concerns in all University wide matters; and;
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Whereas:

The Budget and Allocations Committee is a standing Committee of the Student Government
Senate responsible for funding only tl10se entities that comply with the Student Government
mission wluch is to represent the student concerns in all university ,vide matters while dcvclopii1g
and promoti.11g programs and activities of practical vale and interest to students, and;
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Therefore:

The following necessaty and proper revisions to the Student Government System of Statutes ate
being proposed in an effort to ensure future compliance with the law and the balance of our
democratic system:
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TITLE VIII: THE FINANCE CODE
Chapter
Chapter
Chapter
Chaptet

800
801
802

803

Inttoduction
Definitions
Uses and Purpose of the Activity & Se1vice (A&S) Fee Budget
Funding Eligibility

Chapter 810
Chapter 811
Chapter 812
Chaptct 813
Chapter 814
Chapter 815

Budget & Allocations (B&A) Committee
B&A Committee Chair
B&A Con11nittee Vice-Chair
Business and Accounting Office
Business Manager
Accounting Associate(s)

Chapter 820
Chapter 821
Chapter 822
Chapter 823
Chapter 824

Annual Budge t Process
Annual Budget Process/Hearing Process
Annual Budget Process/Balancing Process
Annual Budget Process/Approval Process
Budget Amendments

Chapter 830
Chapter 831
Chapter 832
Chapter 833

Funded Entities Policies
Funded Departments
Funded Agencies
Registered Student Organizations

Chapter 839
Chapter 840
Chapter 841
Chapter 842

Branding and Advertising Policies
Policies for Funding Requests
Grant Requests
Student Travel Requests
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Chapter 843
Chapter 844
Chapter 845

Club Sports Travel Board
Special Requests
Gene.ta! Reserve Policies and Process

Chapter 850
Chapter 852
Chapter 853
Chapter 854
Chapter 855

Cont1:acts
Audits
Requisitions and University Processing
Procedmes for Specific Items
Durable Goods
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Chapter 860
Chapte.r 861
Chapter 862
Chapter 863

Assessment nnd Penalty Process
Freezing of Funds
Budget Deficits
Penalty Measures
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Chapter 801: Definitions

801.l Academic Session -A period of time de.fined by the university when cmuses are in
session, excluding university-sanctioned holidays and breaks.

20
21

801.2 Agency - An adm.in.istrative division of the Executive Branch created to provide
support, entertainment, and/ o:t education for the student body of the University of
North Florida, including, but not limited to, racial, ethnic, academic, or philosophical
programs or activities.
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801.3 Business day - Business days, as referred to in statute, shi1ll be defined as being
weekdays (Monday through Friday 8:00 A.M. - 5:00 P.M.) during academic sessions.
Academic Sessions include spring, sumtner, and fall semesters only.
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801.4 Business Manager - the professional staff member who is responsible for overseeing
the operations of the Business and Accounting Office, as well as acting as a fiscal
adviser to membets of Student Govermne.nt.
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31

801.5 Cash Flow (Operating) Rese1ve - The po1tion of the Fund Balance designated in the
amount of at least $200,000 to meet liabilities at the beginnit1g of the fiscal year.

32

801.6 Centralized -An A&S Fee funded entity whose budget is managed by the Business
andAccounting Office.
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801.7 Centralized Budget Transfer Form-Authorization form for transfers between indexes
or between funding categories (operating expenses, OPS wages, salaries, OCO) for
centralized indexes. The form requires the signatures of the B&A Chair, Treasurer,
and the Business Manager. The Chief Officer of Student Affairs or Studen, t
Government Director must sign on transfers over $10,000.
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801.8 Closed RSO-Any RSO that restricts membership or attendance to events from the
entitc student body. Restrictions include, but are not limited to, dues, grade point
averages, or majors.

5
6
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801.9 Consumable Good-Any item or 1m.it of items purchased th.tough theA&S Fee, which
can be dissipated, and once used cannot be reasonably re-utilized. Examples include,
but are not funited to, food, t-sbirts, protnotional items/ giveaways, plates, napkins,
cutlery, paper, paperclips, staples, pens, and post--it notes.

9
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801.10 Decentralized -An A&S Fee funded entity whose budget is managed by a Budge t
Director and overseen by the Business and Accounting Office.
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801. 11 Department-A budgeta1y subunit within the University.
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801.12 Double Dipping - An act of seeking or accepting essentially the same benefit twice,
either from the same source or from two diffcrent sources- or receiving benefits
simultaneously.
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801.13 Durable Good-Any item purchased through theA&S Fee that cannot be dissipated,
and that can be re-utilized an indefinite number of times by a reasonable person.
Examples include, but are not limited to, office equipment, furniture, software,
machinei'y, tools, tents, signage, banners, and tablecloths.
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801.14 Encumbrance - Funds set aside within an index and/or line that arc earmarked to
pay for planned and upcoming expenditutes.

21

801.15 Encumbrance Rollover-Funds withdrawn from the General Rese1ve in order to pay
for previous year's outstanding encumbrances, so as not to impact the budget of the
current fiscal year.
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801.16 Entity - Any department, agency, 01' student organization. Individual students
requesting funding from the Student Travel Index shall also be considered entities and
are subject to the same applicable statutes, policies, and procedures as other entities,
if they receive A86 money. Entities arc classified as either A&S Punded or n o nA&S
Funded.

29

801.17 Fiscal Year - The financial year of the Student Government of the University of
North Florida shall be from July 1 to June 30.

31
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33

801.18 Ftmd Balance - An accumulation of money gene.rated through excess tuition hours
and unexpended budget allocations. TI1e Fund Balance includes the Scholarship
Rese1ve, the Cash Flow Reserve, and the General Rese1ve. As per 802.4, the Fund
Balance is considered part of the annualA&S Fee Budget.

3
4
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34
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801.19 General (Equipment) Rese1ve - The portion of the Fund Balance after all other
reserves and restrictions are met.

4
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801.20 Major Offense - Any action taken by an A&S funded entity that is considered to be
a criminal offense, fraudulent .in nature, or in direct violation of University fiscal 111les
and regulations, Title VIII, or Provisiona1y Language.

7

801.21 Non-Standard Contracts - contracts that consist of changes, additions, or
modifications to the UNF Standard Contf'act.

9

801.22 Normal Legislative Process - 'l'he process followed by all travel and special requests,
as stipulated in Chapters 840 through 843.
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801.23 Open RSO - A Registered Student Organization that accepts tnctnbership from all
students regardless of ability to pay dues, meet a GPA requirement, or other
qualifications.
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801.24 Other Cap.itl' l Outlay: Any technological .item or equipment (such as software or
computers) with a value of $1000 or greater. Note that any purchase of a computer,
regardless of cost, will be transfened to the Univei-sity for inclusion on the fixed assets
lists.
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801.25 Personal Expenditures: An expense or proposed allocation that beats no reasonably
discernable relation to the pm-pose of the A&S Fee as defined by this title.

20

801.26 Pmperty- Any itctn costing more tl1an $1,000 per unit

21
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801.27 Registered Student Organization- a student club or organization at the University of
No1th Florida that is registered with Student lnvolvetnent Center. RSOs tnust
comply with Title VIII, Provisionary Language and the Student Involvement Center
RSO Handbook in order to be eligible to receive A&S J:i'ec funding.
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801.28 Salary Rese1Ye- The portion of the A&S Fee Budget that is reserved to pay for salary
increases in the event that the Federal or State minim.um wage increases du.ting a
fiscal year. Special Requests for new or increased wages and benefits may also be
drawn from the Salary Reserve.
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801 .29 Scholarship (Operating) Reserve - The portion of the Fund Balance designated in
the amount of at least $400,000 for the purpose o f generating interest to provide funds
for annually awarded Student Government Scholarships.

32
33
34

801.30 Special Request - Preapproved revenue auth01'ized to be spent out of the general
reserve and can be requested throughout the fiscal year by Registered Student
Organizations, Student Government Branches and Agencies, ot University

8

10
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Departments for expenses, events, projects, wages and benefits, or equipment
purchases not previously budgeted.

4
5
6
7

801.31 Standard Contracts - Contracts that have been approved for use by the University
President, appropriate University Vice President, the Office of the General Counsel,
and the Procurement Se1viccs. They can be obtained from the Office of General
Counsel web, -site.

8

9

801.32 Student -A member of the student body who is currently enrolled in at least 1 credit
hour, and pays the Activity and Service fee.

10
11

801.33 Sweep Up Funds - Allocated funds not expended by June 30'\ which becomes
available for use in the new Fiscal Year.

12
13
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801.34 Trnvcl Reguest - Money requested throughout the fiscal year by RSOs ot individual
A&S fee paying students for events taking place off of tbe UNF campus, which is not
previously budgeted.

15

Chapter 802: Uses and Purpose of the Activity & Service Fee Budget

21

802.1 All uses of the Activity & Service Fee (A&S Fee) Budget shall be subject to and
governed by the laws of the United States of America, the State of Florida, the rules
aud regulations of the University of No1·th Florida, the UNF Board of Trnstees, the
Constitution and Statutes of the Student Government of the University of North
Florida, all applicable SG Policies and Procedures, and the Provisiona1y J,anguage
stated in the cuttent fiscal year budget
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802.2 The A&S Fee Budget shall be expended by Student Government for lawful puiposes
to benefit the student body, in general. It tnay support activities that reflect genu:inc
student interest and enhance tbe educational, social, cultural, and recreational interests
of the Unive.rsity of No1th I-ilorida students.
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802.3 The A&S Fee Budget may be used to support lobbying efforts of Student Government
as it relates to issues that affect the student body. However, A&S Fees may not be
expended to support in whole or in part a candidate fot political office, as provided by
Florida law.

30
31
32

A. Political office shall be defined as any person or party running for any position in
Student Govemmcnt elections or any campus election, local elections, state elections,
and/ or national elections.

16

17

18
19

20

33

SENATE LEGISIATION
SB-20F-3531

SB-20F-3531: Title VIII Revisions

2
3
4

802.4 The Fund Balance is part of the annual A&S Fee Budget, and funding may be allocated
throughout the year frotn the General Reserve portion of the Fund Balance as outlined
in Chapter 845.

5
6

802.5 No Student Government official may deny or withhold signature from any distribution
or proposed distribution of A&S fees because they do not personally agree with the
ideology of the distribution.

8
9
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802.6 In the event a Student Government official denies or withholds signature from any
distribution of A&S fees, the official must provide the requestor their reasoning for
the denial in writing.

11
12

802.7 The A&S flee shall not be used to: Suppo1t activities or purchase materials that solely
benefit non-UNF students.

7

13

A. Donate to philanthropic organizations.

14
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B. Fund constrnction, permanent stiuctw:al improvements or remodeling unless

17
18
19

C. J,und enrollment in academic courses, or other academically related activities,
requirement, projects, or trips, except for test forms, scantrons, and testing
booldets. Student Government Scholarships are also an exception.

20

D. Purchase alcoholic beverages, tobacco, and/or fireanns.

21
22

E. Rcitu.bmse travel, event, or programming costs above the amount actually
expended.

23
24

F. Fund indirect travel expenses such as excess baggage charge, valet service, or trailer

25
26

G. Fund scholarships except for tl1ose funded by interest revenue earned on the A&S
Fee Fund Balance.

27

H. Fund entertainment that is not open to the student body, in general.

28

I. Rent automobiles except through the approved ttavel teitnbursement process.

29

J.

30
31

K. Fund activities for which an admission fee is charged to students, except for

approved. by the Senate or previously allocated for such pu1poses in the A&S Fee
Budget.

hitches.

Purchase items that will be resold.
Student Government sponsored concerts.
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L. Fund monetaly prizes, gift certificates, or raffles.

3

M. Purchase prizes in excess of thirty-five dollars.

4

N. Pay for personal e}..'Penditu.tes.

5

0. Reiinburse travel costs related to vehicle mileage, unless i-eiinbursing mileage
would cost less than renting a vehicle, with the exception of travel b y the Lend-aWing Pantly for their internal operations.

6

7

8
9

10

P. Reimburse travel costs related to mileage, where the distance traveled is less than
fifty miles round ttip, with the exception of travel by Lend-a-Wing Pantry for their
internal operations.

11
12

Q. Reimburse travel related fuel costs, unless the vehicle used is rented frotn a
university approved provider.
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14
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802.8 Any A&S Fee money that bas been ttansfetred to the UNF Student Relief Emergency
Fund, once dispersed, is not subject to the restrictions of Title VIII.

Chapter 803: Funding Eligibility
803.1 A&S fees shall not be allocated to entities that engage in discriinination, as defined in
Chapter 1002 of the Student Statues, unless to fund an event wluch jg open to all
students.
803.2 RSOs may not submit requests to teceive funding until being deemed funding eligible
by the Stndent Involvement Center.

Chapter 810: Budget & Allocations (B&A) Committee

27

28
29

810.1 The B&A Com.tnittcc is one of three (3) standing committees of the Senate. The B&A
Committee is responsible for allocating funding to only those entities that comply with
tl1c Student Govetntnent lvfission, which is to represent student concerns in all
University-wide matters while developing and ptomoting programs and activities of
practical value and interest to students.

30

810.2 N o n -voting ex officio members shall include the chairs of the standing Senate

25
26

31

Corrunittees, Treasurer and the Senate President.
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810.3 AU requests pertaining to the allocation of A&S Fee tnoney shall he heard first by the

9
10
11

81 0.4 The B&i\ committee shall hear all travel requests, If approved, all Travel Requests
concerning the allocation ofA&S Fee money flluSt then be presented to the PresiJent
as prescribed by Title VIII Chapter 842.

12
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14
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810.5 The B&A Committee shall hear appeals from the Club Funding Board. The B&A
Comhuttee shall have tl1e authority to allocate funding from index 402041 only if there

16
17
18

810.6 The oversight of the A&S Fee Budget is under direct control of the B&A Committee.

19
20
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810. 7 The B&A Committee shall only hear requests if the Student Travel Index, the Special

22
23
24
25
26

A. If for any tcason, expected revenues of the annual budget are not met, all

27

B&i\ Committee. The B&A Committee has the authority to atnend, approve, or
disapprove any request for funding. If approved, the request shall be fo1warded to tl1e
Senate in the fo1m of a bill, wi th ithe exception of travel rec.1uests as outfu1ed in Section
842.4. If approved by the Senate, all legislation concerning the allocation ofA&S fiee
money must then be presented to the Presi<lent as ptescdbed byArticle II Section 8
and Title IV.

tuling of the co1n1nittee passes. If the appeal fails the committee the following normal
Executive 1\.ction will be takeh or finalized.

The Committee has the responsibility and authority to curtail futther appropriations
to the A&S indexes found to be improperly expended.
Requests Index, the SaLuy Reserves Index, or under appropriate circumstances, the
General Reserve Pnnd have sufficient available balances to fund tJ1at request.

budgeted authority shall be subject to reallocation by the B&A Co1111n.ittee and
the Senate. The Business Manager and Treasurer shall consult with the
University administration ai1<l determine the extent of the sh011:fall. TI1e B&A
Cotntnittee shall convene to resolve the situation at the earliest possible date.

Chapter 811: B&A Committee Chait

28
29
30

811.1 The Senate shall elect a Senator as Chair of the B&A Com1nittee each spring for a
term of one year.

31
32

811.2 The B&A Chait shall perform all duties outfu1e<l m the Senate Policies and Procedures
and 'fitJe VUL

33

811.3 The B&A Chair shall hold meetings according to Senate Policies and Procedures aud
Title VIII.

34
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811.4 The B&t\. Chair shall report at every Sen.ate meeting and B&A Committee 111.eeting the
index balances for Special Requests, Student Travel, ahd any changes in Salary
Reserves or General Reserves.

5
6

811.5 The B&A Chair shall meet with the Business Manager and Treasurer to review fimding
requests for compliance with Tide VIII prior to establishirlg the Agenda for the B&A
Meeting at which it will be considered. The B&A Chair shall present to the co1ruuittee
all properly submitted requests with the appropriate documentation of the request.

10
11
12
13

9

81 1.6 The B&A Chair, when writing proposed budgetary legislation for submission to the
Senate, shall provide an item.ized schedule by expenditure category, of all funding
requested, including the name of the g.roup requesting funding, the proposed
event/program, proposed date of the event/program, the location and requested
moneta1y amotmts.

14
15
16

811.7 The B&A Chair and the Treasurer shall collect the Periodic Budget Report fuom the
Business Manage1·, which is required by the University Budget Office, to review tl1e
status of the A&S Fee Budget.

17
18
19

811.8 The B&A Chair may review the Business and Accounting Office financial records of
all A&S Fee indexes, which are maintained by the Accounting Associate(s) and
Business Manager.

20
21
22

811.9 The B&A Chair shall coordinate and administer procedural workshops, faci litated by
the Business and Accounting Office, for funded Depattments and Agencies. Thctc
may be as 1nany workshops as necessaty held at the B&A Chair's dis cretion.

7
8

23

24

811.10 The B&A Chair shall upload aU properly submitted fiscal Requests to the portion of
the UNF computer hetwork used by Student Gove111tnent.

25
26

811.11 The B&A chair shall notify the B&A Cominittee and the Senate of any newly created
line item within the A&S fee budget

27
28

811.12 In the event that the position of B&A Chair becomes vacant, the position's signature
authority pertaining to Chapter 840 shall fall to the Senate President.

29
30
31
32

Chapter 812: B&A Committee Vice-Chair

33
34
35

Chapter 813: SG Business and Accounting Office

812.1 The B&A. Committee Vice-Chair shall follow all duties outlined in Senate Policies and
Proccdutes.

813.1 11,e Business and Accounting Office shall administer the allocation of A&S Fees.
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813.2 The Busjness and Accounting Office shall be staffed by the Business Manager,
Accounting Associate(s), the Office Assistant and other personnel necessa1y to manage the
A&S Fee Budget.

5
6
7
8
9

813.3 '.['he Business and Accounting Office may correct any computational errors or any
vendor price adjustments, withi.i1 any bill passed by Senate and approved by the
PH:sident, which does not exceed 10% of the allocation amount so long as the original
intent of the B&A Committee and Se1iate is not altered, with approval of the B&A
Chair.

10
11

813.4 The Business and Accotmting Office shall process all expenditures of centralized

12
13
14
15

813.5 All invoices or related correspondence for centralized A&S Fee indexes must be
forwarded to the Business and Accounting Office for review and approval. If an entity
is unsatisfied with the goods or services as received, the Accounting J\ssociate(s) must
be notified to consider withholding payment of invoice until the matter is resolved.

16
17
18

813.6 The Business and Accounting Office shall process all legislated requests for
unallocated fo.rtds, including Special Request expenditures, Travel Requests, Salaiy
Reserve Index requests, and General Reserve requests.

19
20

813.7 The Business and Accounting Office shall facilitate any budget workshops that the
B&f\ Chair coordinates and administers for fonded Departments and Agencies.

21
22

813.8 Any negative budget balance, which is the result of a procedural error by the .Busfoess
and Accounting Office ot the University ofNorth Florida Controller's Office, shall be
charged to the Special Request Index> wit.h written notification to the B&A Chair.

24
25

81 3.9 Receipts for reirnbursements must be received in the Business and Accounting Office
no later than ten (10) business days after tbe date of the receipts.

23

26
27
28
29

indexes.

Chapter 814: SG Business Manager
s·14.1 The Business Manager is responsible for assuring that the Finance Code is properly
and fully followed.

30

814.2 The Business Manager shall attend all B&A Committee Meetings and Senate Meetings.

31
32

814.3 The Business Manager shall serve as fiscal and budgetaiy advisor to the B&A Chair,
Treasurer, and B&A Committee.

33
34

814.4 The Business Manager shall serve as chief liaison bcnvccn the Senate and the A&S Fee
Budget Directors.
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814.5 The Business Manager shall monitm all A&S Fee funded indexes.

3
4
5
6

814.6 The Business Manager shall have approval authority over all indexes. TI1e Chief
Officer of Student Affa:u:s or designce has approval control over the SG indexes. The
Director must be informed by the Business Manager on all purchases in excess of
$5,000 for Other Capjtal Outlay (OCO) items.

7
8

814.7 The Business Manager slrnll notify departments of Fiscal Year-End procedures and
deadlines.

9
10

814.8 It is the responsibility of tl1e Business Manager to keep tl1e Director, the B&A Chair,
and the Treasurer fully informed of all budget issues as they arise.

11
12

814.9 In the event that the position of Business Manager becomes vacant, the position's
signature authority pertaining to Chapter 840 shall fall to the Director.

13
14
15
16
17

Chapter 815: Accounting Associate(s)
815.1 The Accounting Assoc.iate(s) shall track all A&S Fee indexes for which they arc
responsible to ensure compliance wjth Title VIII: The Finance Code, and notify the
Business Manager of discrepancies and errors within these Indexes.

18
19
20

815.2 The Accounting Associate(s) ate recommended to attend B&A Committee Meetings
and Senate meetings as it pertains to indexes for which they have accounting
responsibilities.

21
22
23

815.3 The Accounting Associate(s) will act on approved Senate legislation that includes
initiating Budget Amendments, transfer of funds, purchase requisitions, and
miscellaneous related paperwork.

24
25

8 1 5.4 The Accounting Associatc(s) shall perform accounting functions required to
administer the A&S Fee Budget.

26
27

815.5 U1e Accounting Associate(s) shall assist the Business Manager in the compilation of
annual opemting budget requests.

28
29

815.6 The Accow1ting Associate(s) shall maintain fiscal records and process expenditutes
for Centralized indexes.

30
31

815.7 111e Accounting Associate(s) shall assist Decentralized A&S Fee indexes with various
accounting services, if needed or requested.

32
33

815.8 U1c Accounting Associate(s) shall provide fiscal ttaining for new Officers and Student
Involvement Center funded clubs.
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815.9 T11e Accounting Associate(s) shall aid in continuous development of the Accounting
System and provide input into operating policies and procedures.

4
5

815.10 The Accounting Assoc.i.ate(s) shall meet a minimum of biweekly with the Budget
Directors, or designee.

6

Chapter 820: Annual Budget Process

7
8
9
10

820.1 Each Pall semester; the B&A Cbair shall forward Budget Request Forms to the Budget
Directors of each index currently fonded by the A&S fcc Budget. These Budget
Request fo1ms ate a1so available to any UNF entit}' not currently funded.

11

820.2 ¥uncling requests will be lteard dlll'ing the budget hearing process.

12
13
14

820.3 The activities will be available to benefit the students of the University of North
Florida, as defined by ¥1011.da Statute 1009.24. 'lne activities are not the pri.m.a1y
responsibility of any other agency or department.

15
16
17

820.4 In order to be heard during the budget hearing process, all completed and signed forms
must be returned to the Business Manager no Jess than fifteen (15) business days prior
to the fust budget hearing.

18
19
20
21
22

Chapter 821: Annual Budget Process/Hearing Process
821.1 In the fall semester, at the first meeting of the B&A Committee, the Chair shall submit
a process, with consultation of the Business Manager and the Treasurer, for approval
by the B&A Committee.

23
24
25

821.2 During the spring semester, the B&A Committee shall hold the budget hearings . The
dates of these hearing will be set by the Treasurer, Business Manager and the B&A
Chair and sent with the Budget Request Fonns.

26
27

821.3 Each Budget Director will be prepared to e"'-plain and justify their budget request by
providing relevant documentation.

28
29
30

821.4 Personnel - AJl requests for the establishment of new positions or the reclassification
of existing positions must follow established University Policies and Procedures.
rund.i.og for these requests must follow normal legislative procedures.

31
32

821.5 During each budget hearing, the continuation of funded salaried positions shall be
evaluated.
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Chapter 822: Annual Budget Process/Balancing Process
822.1 After the Budget Hearings, the Treasurer shall submit a proposed balanced A&S Fee
Budget to the B&A Committee to beg.in the Deliberation and Balancing Process.

6
7
8

822.2 The B&A Comtnittee shall then deliberate on and amend, if necessary, the Treasurer's
proposed budget. In ordet fot the balanced budget to be forwarded to the Senate, it
tnust be approved by a t\.Vo•thirds (2/3) vote of the B&A Committee.

9
10
11
12
13

822.3 The B&A approved budget shall be posted within two (2) business days of approval
and shall be displayed. in public view for a minimum of five (5) business days ptior to
the Senate meetu.1g in which it will be placed 011 the agenda. During this period, a
campus-wide open forum will be conducted by the B&A Chair and ·rreasure.t to
explain the budget process and the B&A recom.tnertde<l budget.

14
15
16

Chapter 823: Annual Budget Process/Approval Process

17

823, 1 The Budget and Allocation Committee, the Senate and the JJresident shall approve a
balanced budget.

18
19
20
21

823.2 The B&A Chair, Senate President, President, Treasurer, Business Manager, Director,
and Chief Officer of Student Affairs shall sign the budget. The Chief Officer of
StudentAffairs shall forward the balanced budget to the University President for their
signaf:l.lre.

22
23
24
25
26
27
28
29
30

823.3 The University President shall have fifteen (15) business days from the date of
presentation of the budget to act on the allocation and expenditure recommendations,
which shall be deemed approved if no action is taken \vith.in the fifteen (15) business
days. If any line item or portion thereof, within the budget is vetoed, the Senate shall
make new budget recommendations for expenditure of the vetoed portion of the fund
within fifteen (15) business days. If the University President vetoes any Tote item or
po1tion thereof within the new budget revisions, the University President may
reallocate by line item that vetoed portion to bond obligations guaranteed by A&S
Fees.

31

823.4 Upon approval of the A&S Budget by the University President, the Business Manager
shall upon direction of university budget office post the established budget in the::
University financial system.

34
35
36

823.5 Upon approval of the A&S Budget by the University President, each Budget Director
shall be informed in writing of their approved budget for the upcoming fiscal year.
This will be in the form of an allocation sheet delineated by budget category.

32
33
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823.6 Provisional;' Language, as approved during normal legislative process, maybe
amended after September 1st for each fiscal year.

Chapter 824: Budget Amendments
824.1 The Annual A&S Fee Budget may be a1nended, once signed, through a Budgeta1y
At11ehd me11t. Budgetary J\mendment.s are limited to the following enactments:

824.2 Centralized Budget Transfers

9

A. Requests for ceuti:alized budget transfers, including transfers be1:weeh funding
categories (operating expenses, OPS wages, salaries, OCO) or indexes, shall be
submitted on the Centralized Budge t Transfer Form. A Budgetary Amendment will
be prepared and processed once all authorized signatures have been obtained.
Should any of the required signatures not be obtained, the request may be presented
to the B&A Committee and then fo1warded to the Senate for approval in the form
of a bill.

16
17
18
19
20

B. Transfers of funds between line items shall require prio.r approval from the
Treasurer and prior notification to the Business Manager. The Business Manager
shall notify, in writing, the B&A Chair of ahy sucl1 cha11ges or requests. If the
Treasurer denies the transfer, the request would go to the next B&A Committee
meeting.

21

C. 111e Budget Directo.t shall have sole authority to request transfers within their index.

10
11
12
13
14
15

22

Chapter 824.3: Deceilttalized Budget Transfers

23
24
25
26
27
28
29

A. Requests for budget trnnsfets in decentralized indexes, including transfers between
funding categories (operating expenses, OPS wages, salaries, OCO), shall be
submitted .in writing to the B&A Committee at least five business days prior to the
B&A Committee Meeting. The Budget Director or Designec from the Depatlment
must be present at the B&A Committee Meeting and a t the Seuate Meeting to present
tbe request for a budget transfer which shall be in the form of a bill originating in
the B&A Committee.

30
31
32
33
34

B. 'Transfers of fonds between line items shall require pdor approval from the Business
Manager. The Business Manager shall notify, in writing, the Treasurer and B&A
Committee Chair of any such changes or requests. Any such request denied by the
Business Manager cin be presented to the B&A Com1nittee and then for warded to
tbe Senate for approval in the form of a bill.

35

C. The Budget Director shall have sole authority to request transfers within their index.
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2

824.4 Budgetary Restructure

3
4

A. If the restructuring of an index occut'S after the annua1 budget process, its budget will
be placed under review by the Busi.tiess Office and Treasurer.

5
6

B . After approval by d1e Business Office and Treasurer, the altered budget will be sent
to the B&A committee for review.

7
8
9
10
11
12
13
14
15

824.5 Process for Tertninating a Branch or Agency

A If a Student Govetntnent Branch or Agency is terminated, its budget will be
ttansferred into the A&S Fee Fund Balance after review by the Budget and Allocations
Co.tn.tnittee.

Chapter 830: Funded Entities Policies
830.1 All A&S Fee funded entities, whether folly or partially funded arc required to be fiscally
responsible and comply with Title VIII: Finance Code. A fiscally responsible entity is
one which:

16

A. Keeps a non-negative balance in the expenditure categories at all times.

17

B. Spends within their expenditure categories.

18
119

C. Keeps complete .financial records for the past five years. (i.e., copies of monthly
reports and the supporting expenditure documentation.)

20
21
22

830.2 New :u.1dexes shall be classified as centralized, which means that the Busi.t1ess
Manager's signature shall be required for expenditures, unless Senate autho.ci.zes with
a two-thirds (2./3) vote that the index be classified as decentralized.

23
24

830.3 The Business Manager 1nay rcco:mh1.etld to Senate to centralize or decentralize A&S
funded entities subject to a two-thirds (2/3) vote of the Senate.

25
26
27
28

830.4 Any Sweep Up Funds and additional 1:eve:nues up to $150,000 shall be placed in the
Special Requests index. In the event that Sweep Up Funds exceed that arnow1t, the
excess will be placed in the General (Operational) Reserve portion of the Fund
Balance.

29
30
31

32

830.5

All revenues earned shall be placed in1n1ediately into the General Reserve.

830.6 All expenditures shall require prior approv-al. Failure to do so will result in the
purchaser assutning all liability pertaining to the purchase. Approval for centralized
A&S Funded entities shall be obtained through the Business and Accounting Office.

SENATE LEGISIATION
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Approval for decentralized A&S Funded entities shall be obtained from the respective
Budget Director.

4
5

830.7 All funding expires at the end of the fiscal year on June 3 0 and tnust be spent or

6
7
8

830.8 All decentralized indexes must obtain prior written approval from the Business

9
10
11
12
13

830.9 All Budget Directo1:s must sign a statement of financial understanding, to be kept by
the Business Manager, acknowledging that they accept and consent to any and all
Student Governtnent Provisionaly Language and legislation concerning their A&S
Funded Entity as a stipulation of receiving money. Failure to comply pJaces the Budget
Director, and/ or RSO in direct violation of the Finance Code, which is punishable as
outlined in Chapter 861 and Chapter 863.

15

830.10 If the Federal or State minimum wage increases during a fiscal year, the additional

16
17

money needed to fund the already paid minimum wage positions, at the same number
of hours, shall be funded out of the Salary Reserve Index.

18
19
20

A. In the event that thete is not sufficient funding in the Salaty Reserves Index, funds
will then be taken out of the General Reserves Index. A bill shall be w1itten and must
receive a two-thirds (2/3) approval vote of the B&A Committee and Senate.

21
22
23

830.11 The Treasurer has the authority to deetn any expense or proposed allocation a

14

24

25
26

27

encumbered by the deadLine set by the Business Manager.

Manager to change any line-item allocation. The Business Manager shall notify, in
writing, the Treasurer and B&A Chair of any such changes.

personal expenditure. The related entity may appeal the treasurer's decision within
five (5) business days thwugh a petition for Judicial Review, as outlined in Title V.

Chapter 831: Funded Departments
831.1 Departments funded in piu:t or in whole by SG, shall be responsible for and shall
comply with the Title VIII: Finance Code and Provisionary Language.

28

831.2 Punded Department Directors or Assistant Directors shall act as custodians of their
respective index(s).

30
31
32

831.3 A Budget Director from each Department receiving funding must attend a procedural

33

831.4 A Budget D.irectot, or designce, from each Department receiving funding, shall

29

34

workshop coordinated and administered by the B&A Chair and facilitated by the
Business and Accounting Office.
maintain all fiscal records and reconcile funded budgets on a monthly basis.
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831.5 A Budget Director, or designee, from each Department receiving fonding sh."lll meet
a minini.utn of biweeldy with Accounting Assodate(s) to review fiscal matters.

4
5
6
7

831.6 Departments fonded by A&S fees must have current signature cards on file with
Auxilia1y Setvices and est,blish Banne1: approval hierarchy through the Procw:ernent
Services. Any changes to the approval authority must be reported to the Business
Manages.

8
9

831.6
Costs associated with search committees to fill administrative and
professional positions that are funded by A&S Fees may be funded from the General
(Operating) Reserves. Appwval from the Chief Officer of Student A £fairs, is required
through the completion of a Centr�11i1.e<l. Bt1dget Transfer Fotm. This amount may not
exceed $10,000 per search. A detailed report must be provided to the Senate by the
Treasurer at the next regularly scheduJed Sei1atc meeting.

10
11
12
13

14
15
16
17

Chapter 832: Funded Agencies
832.1 Agencies funded by SG shall be responsible for and shall comply with the Title VU.I:
Finance Code and Provisionary Language.

18
19
20

832.2 'fhe Director or Assistant Director from each Agency receiving SG funding must
attend procedural workshops coordinated and administered by the B&A Chair and
facilitated by the Business and Accounting Office.

21
22

832.3 Each Agency Director or Assistant Director shall meet a minimum of biweekly with
tl1e Accounting Associate(s) to review fiscal matters.

23
24

832.4 Each Agency Director or Assistant Director from each Agency receiving funding shall
maintain all fiscal records a11d reconcile fonded budge ts on a monthly basis.

25
26
27

Chapter 833: Registered Student Organizations

28

833.1 RSOs may be eligible for annual funding in the amow1t set forth in the A&S Fee
Budget Provisionary Language, effective July 1st of each fiscal year.

30

833.2 RSOs funded in part or in whole by SG shall be responsible for and shall comply with
the Title VIII: Finance Code and Provisionary Language.

32

833.3 RSOs shall not request, expend, or be allocated A&S Funds if the RSO doc::s not
comply witl1 Chapter 803, is not recognized by the Student Involvement Center, or is
not in good standing with the Student Involvement Center.

29

31
33

34
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3
4

833.4 RSOs requesting funding for special events or for travel shall, upon request, present a
two-year background of internal fu1ancial statements and A&S Fee expenditures to the
B&A Committee and to the Senate.

5
6
7

833.5 No student or organization may engage in double-dipping of A&S Fee Funds under
the following funding entities; Special Request index, Travel Request Index, and Club
Funding Board.

8
9

833.5 RSOs shall elect a financial officer to act as tt:easurer of the A&S fund allocacions and
sign all requests and expenditures.

10
11
12

833.6 A president and advisor will be available to countersign for e."\:penditures, when
deemed necessa1)' by the Business & Accounting Office. These sign ntures shall be filed
·with the Business and Accounting Office.

13
14
15

833.7 Before the allocation of A&S Funds, the financial officer, the president of the
organiza tion and the RSO's advisor shall countersign a statement of financial
understanding.

16
17

A. The original form will be retained in the BusJncss andAccounting Office for audit
pu1poscs.

18
19
20

B. If there is a change of the financial officer, advisor, and/or president within any
RSO, a new statement of financial undcrstnnding shall be filed with the Student
Involvement Center and the Business and Accounting Office.

21
22
23
24
25

833.8 All R.SO expenditures or reimbursements must be processed through the Business and
Accounting Office. All itemized receipts for reimbursement must be submitted no
later than ten business days (10) from date of receipt.All expenditures shall have prior
approval through Student Gove.c.runent Business nnd Accounting Office in
compliance with allocations. Violation of the Finance Code, is punishable as outlined
in Chapter 861 and Chapter 863.

27

833.9 The financia] representative of each RSO is required to turn over all financial records
to their successor at the end of their term.

26

28
29
30

833.11 Prohibited RSO expenditures include but are not limited to the following:

31

A. Salaries and/or OPS wages, for personnel in support of an RSOs operation.

32
33

B. Travel related expenses except for funding allocated in the travel request process
in the B&A Committee.
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2

C. Academic materials.

3

D. Intcmal operational expenses that will be used by a Closed RSO.

4

E. Travel related expenses that \vill be used by a closed RSO.

5

F. Events that ate not open to al] students.

6

G. Donations to philanthropic or political organizations.

7

H. Purchase T-shirts in excess of seven (7) dollars per item.

8

I. Pmchase polo shirts or uniforms in excess of fifteen (15) dollars per item.

9

10
11

12

13

14

15

16

17

18
19
20

21

22
23

Chapter 839: Branding and Advertising Policies
Student Government shall be said sponsor of any organization or program to
which Student Government allocates funds.
839.2 Printed or publicity mate11al shall include, but not be limited to, brochures,
pamphlets, posters, fliers, clothiog apparel, stickers, advertisements,
progrmns, handbills, and letters.
839.3 Any printed items purchased fully or partially by J\&S Fees are required to
have an appropriate level of SG branding. Branding may include, but is not
limited to: logos, slogans, and other texts. This decision can be overridden by
the SG Treasuret. Failure to comply places the Budget Director, and/or
RSO in cfuect violation of the Finance Code, which is punishable as outlined
in Chapter 861 and Chapter 863.
839.1

A. A copy of all printed materials bearing Student Government affiliation
shall be submitted to the S G Treasurer in order to receive approval.

24
25
26

839.4 Publication of any and all printed ot publicity materials bearing Student
Government affiliation does not necessarily reflect the views of Student
Government or the Student Body.

27

839.5 Permission to include official branding of the Student Government by any
group inust have the written authorization of the SG Treasurer.

28

29
30
31
32
33

Chapter 840: Policies for Funding Requests
840.1 A properly completed Travel Request for an Individual or Group shall be submitted
to the B&A Chair a minimum of five (5) weeks p11.0r to departure.

SENATE LEGISIATION
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2

840.2 A properly completed Specfal Request shall be submitted to the B&A Chair a
minimum of three (3)business days prior to the next B&A meeting. If the ret1uest is
for an event, the request should be submitted a minimum of five (5) weeks prior to
the planned event date.

6
7

840.3 The B&A Committee shall hear no request that has not been signed by the B&A
Committee Chair, the Treasurer, the Business Manager, and a Senate Sponsor.

8
9
10

A. The B&A Committee Chair shall only sign funding requests if they are compliant
with Chapters 840 through 843 of tJ1e SG Statutes, there are funds available in the
index the request would withdraw from, and, if the requesting entity is an RSO,
the Student Involvement Center communicates in writing that the organization is
in good standing and funding eligible.

3
4
5

11

12

13
14

B. The SG Treasurer shall only sign funding requests that are compliant wjth the SG
Financial Code and A&S Fee Provisionary Language.

15
16
17

C. The SG Business Manager shall only sign funding requests that are comp]iant with
University of North Florida policies and procedures, as well as any applicable state,
federal, or municipal laws.

18
19

D. The Senate Sponsor shall sign 'funding requests they deem worthy of being
entertained by the B&A Conunittee.

20
21
22
23

E. The Budget ::ind AJlocations Chair, SG Treasurer, and Business Manager may not
withhold their signatures from a request because they do not agree with the
proposed allocation. In the event that any of these parties withhold their
signatures, they must identify to the requestor the law or policy the request violates.

24

840.4 It shall be the responsibility of the B&A Chair, Treasurer, and Bus:iness Manager to
maintain the continuity of the fiscal request process in good faith. Each shall review
fiscal requests for compliance with reasonable expediency: failure to do so shall
constitute noofcasance as outlined in Title VIII.

25

26

27

28
29
30

840.S After the appropriate signatures have been obtained, the B&A Chair shall supply the
request representative with a copy of the completed request. The B&A Chair must
supply the com.:mittee with copies of the request in order to be heard.

31
32
33
34

840.6 In order for the B&A Committee to hear a request, the requesting entity or individual
must be sponsored by a member of the Senate. That sponsor shall give a brief
introduction of the presenter':; request, move for adoption, and shall then be seated in
their assigned seat for both the B&A Committee and Senate Hearings.

SENATE LEGISIATION
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2
3
4
5
6

840.7 In order for the B&A Comtnittce and Senate to bear a re<1uest for funding, both the
Senate Sponsor, and at least one representative from the entity submitting the request
must attend the B&A Conunittee Meeting and Senate Meeting at which the request is
presented. The Senate sponsor cannot, under any circumstances, be the entity's
representative.

7
8
9
10
11
12
13
11.4

840.8 If the Senate votes to allocate funding in the form of either a Travel Request (through
the B&A Committee) or a Special Request (through the normal legislative process),
the requesting entity shall meet with the Accounting Associate(s) within three (3)
business days after legislation is approved. The meeting shall consist of an explat1ation
of the intemal procedures and funding ai-rangements. Failure to do so shall result in
loss of funding. Notification of failure to meet with the Accounting Associate(s) will
be given to the B&A Chair by the l3usii1ess and Accounting Office. This funding will
then be eligible for reallocation by the B&A Committee.

15
16
17
18

840.9 If a request is heatd by the B&A Committee and fails to pass, the RSO and B&A Chair
will have two (2) bt1siness days to get eight (8) senators who may sponsor the failed
request and forward the request to the next Senate in the form of a bill on 211d read.
This bill is then subject to the no1mal legislative process.

19
20
21

840.10 In the event tl1at the position of Treasurer becomes vacant > the President shnll as
soon as possible, appoint either the Attorney General or Vice President to execute the
Treasurer's signature authority pursuant to this chapter

22
23
24
25
26

27
28
29
30

Chaptet 841: Grant Re quests
841.'1 RSOs may request funding for operations and events from the Club Funding Index.
841.2 Grant Requests foll under the jurisdiction of the Club Funding Board, outlined in Title
XI Chapter 1102.

Chapter 842: Stude11t Travel Requests
842.1 RSOs and currently enrolled A&S Fee-paying students may request funding for travel
from the Student Travel Index.

31
32

842.2 Travel Requests fall under the jurisdiction of the B&A Committee and are not subject
to Senate approval unless vetoed by the President or brought to the Senate floor as
outlined in Title VIII Chapter 840.9.

34

842.3 Travel funds may be requested by RSOs and currently enrolled A&S Fee-paying
students as follows:

33
35

l
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2

A. Individuals requesting travel funding ate limited to a total of $500 per Fiscal Year.

3
4

13. RSOs requesting travel funding are limited to a total of $2,000 per Fiscal Yea1·, with
a cap of $500 per student per trip.

5
6

C. No student shall expend, directly or through an RSO, more than $500 from the
Travel Request Index throughout the fiscal year.

7
8

D. No more tlrnn $3,000 may b e allocated towards the same travel event per l-iiscal
Year.

10
11

E.

Travel reimburselmmf:l; for fuel are prohibited, unless the vehicle used is rented
from a provider approved by the university.

842.4 The legislative process for approving Travel Requests shall be as follows:

12
13
14

A. After being properly submitted and added to the B&A meeting agenda, the request
form shall be wtitten into a bill and must receive a two-thirds (2/3) approval vote
of the com.1nittee to pass.

15
16

B. After passage, the bill shall be sjgned by the Senate President as a confirmation of
legislative action.

17
18

C. The Senate President shall then forward the bill to the President for executive

19
20

D. If the president vetoes the bill, the Senate shall act on the bill in the same manner
as it would a hill in accordance withArticle JI Section 8D.

21
22

842.5 Food associated with travel may not be requested, unless included in a registration fee,
witl1 no !ldditional cost

23

842.6 Receipts related to travel reimbursements must be received by the Business and
Accounting Office no fate!' dun five (5) business days after the retum date listed on
the t.tavel authorization.

26

842.7All travel arrangements shall be made through the Business and Accounting Office,
except for reservations for accom modations.

28
29

842.8 AJl travel sponsored by A&S Fees tnust adhere to the University Travel Manual
published by the University's Travel Office.

30
31

A. A properly completed Travel Request Form shall consist of; Request .Form
including applicable standard questions, signed by the appropriate advisor, club

24
25
27

action as prescribed by law.

SENATE LEGISIATION
SB-20F--3531
S B 2- 0F-3531: Title VIII Revisiorts

2

president, club treasurer, 01' Budget Director.

3

B. Total cost atld request spreadsheet,

4

C. Official event schedule/agenda/program,

5

D. Official business price quotes for accommodations, transportation, and expenses.

6

E. List of students, N#s, and UNF email address

7

F. Read and si gn the Statement of Travel Guidelines.

8
9
10

Chapter 843: Club Sports Travel Board

11

12

843.1 Unc.let certain conditions any club sports team, which is dually recognized as funding eligible
by the Student Involvement Center and the Depattmcnt of Recreation & Wellness, may
have their travel request be put through the Club Spotts Ttavd Board (CSTB).

13
14

843.2 The CSTB should be considered an emergency tool and may only be convened i f all of the
following conditions are met:

15

A. The B&A Committee cannot convene in the appropriate amount of time and/or the.1:e

18

B. 1here are sufficient fonds in the Special Requests index.

19
20

C. The requesting club sports team is patti.cipacing in post-season competition that was not
previously budgeted.

21
22

D. The requesting dub sports teatn has not been allocated tnore than $2,000 in accordance
with Chapter 842.3 B in the current fiscal year.

23
24
25

843.3 The B&A Chair will decide whether a properly submitted travel request will be heard by the
CSTB rather than the B&A Committee. The ttavd request will then follow the same process
as described in Chapter 842.4 Sections B through D.

26
27
28

843.4 The B&A Chair will also serve as the Chair of the CSTB as a non-votii1g member. The.re
are th.tee (3) voting members, and requests requite a 2/3 approval vote. The CSTB voting
me1nbets ate the following:

16
17

are insufficient funds in the Student 11:avel index and the provisionary transfer limit has
been reached for the fiscal year.

29

A. SG Treasurer, or presidential designee,

30

B. One (1) student member of the Recreation and Wellness advisory board>
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2
3
4
5

C. Student Involvement Center Director, or their designee.
843.5 The funds available to the CSTB for allocation will come from the Special Requests index.
No more than $'10,000 may be allocated by the CSTB each fiscal year.

Chapter 844: Special Requests

6
7
8
9

844.1 Any A&S Pee funded Entity may submit a Special Request for funding to the 13&A
Committee for additional wages, expenses, or programs, beyond their budgeted Fi.seal
Year allocation.

10
11
12

844.2 Any non-A&S Fee funded Entity may seek Special Request funding only if the
Executive Branch of SG chooses to author the bill and co-sponsor the event or
initiative.

13
14

844.3 Only the presiding officer or designee of each branch may submit a Special Request
for funding to the B&A Committee and shall follow the same procedures as any other
entity requesting funding. The request may be only for additional wages, expenses,
programs, and/or transfers to that particubir branch of SG. However, the advisor
signature shall not be 1·equired.

15
16

17
18
19

844.4 RSOs may submit a Special Request for funding to the B&A Committee for events
and operations beyond the pt1rview of the Club Funding Board (CFB).

20
21
22

844.5 No Special Requests will be heard during summer terms unless the amount is below
$15,000 and/or a quorum of 1 5 senators must be present dU1111.g the time of the
legislative proposal.

23

844.6 A properly completed Special Request Form shall consist of;

24
25

A. Request fo1m including applicable standard questions, signed by the appropriate
advisor, the club president, the club treasurer or Budget Director.

26

B. Total request spreadsheet, docutnenting expenses and/ or wages for the
project/event.

28

C. Official supporting documents.

29

D. Official business quotes.

27

30
31

844.7 All Special Requests must be approved by a majority vote from Senate.

Chapter 845: General Reserve Policies and Process
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2
3
4
5
6

845.1 During prescreening by the B&A Chair, Treasurer, and Business Manager, it may be

7
8
9

845.2 The General Reserve shall not be directly requested for funding, except in the case of

10
11

845.3 An encumbrance rollover bill may be only authored by the Treasurer, and may only
be sponsore<l by the B&A Chair.

12
13
14

dete1mined that the request could be considered for funding from the General
Reserve. If this occurs, information will be provided to the B&A Committee, regarcling
past Fund Balance expenditures, and particulats on organizations requesting funds,
(i.e., funding sources), and histoq of funded projects.
encumbrance :rollovers. All other requests must first be made in the form of a Special
Request.

A.

Encumbrance rollovers shall only pertain to those encumbrances that :remain
outstanding through no fault of the related entity; in all other cases, outstanding
encumbrances shall be catcied fonvard in the manner prescribed by law.

15
16

845.4 Eacumbtaace rollover bills shall follow the normal legislative process of a Senate bill,
as stipulated in the Senate Policies and Procedures.

17

845.5 A General Reserve request must be approved by two-thirds (2/3) of the B&A
Committee and Senate.

19
20
21

845.6 The Business Manager, Accounting Associate(s), Treasurer, and B&A Chair shall
review and make recommendations to the B&A Committee on whether use of the
Geneml Reserve is appmpriate for the Special Request.

22
23
24
25

845.7 After recommendations arc made by the aforementioned fiscal officers, the request

18

26

27
28
29
30
31
32
33

34

shall proceed tlu:ough the B&A Committee as a normal bill in legislative process
subject to a two-thirds (2/3) vote, or directly to the Senate if sponsored by eight (8)
senators after having been defeated by the B&A Committee.

Chapter 850: Contracts
850.1 Only the University President or person with proper delegated authority is authorized
to sign entertainment and professional service contrncts on behalf of the University.
Any agreement signed by other parties is considered to be a private one that the
University is w1der no obligation to honor.
850.2 All non-standard contracts arc to be reviewed and approved by the Chief Officer of
Student Affairs or their desig:nee prior to being fo1warded to the Vice President for
Administration and Finance.
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2

3

850.3 All conttacts must be completed nccording to University Policies. All non-standnrd
contracts or bids must be submitted six (6) weeks prior to the event. Standard contracts
or bjds must be submitted three (3) weeks prior to the event.

5
6
7

850.4 Contrncts nte necessary for all entertainment, entertainment :mpport, lectures, vendor
se1-vices, and contracted software. .A&S Funded Entities should seek the Business
Manager or Assistant Director for advisement on contract related matters.

8

850.5 1\1l contracts e1>.-pending A&S Fees should exclude travel arrangements such as airfare,
lodging, and ground transportation,

10
11
12

850.6 All contr:icts expending A&S Fees should exclude meals and contain a buyout clause
for food. I f the contracting party is not honoring a food buyout these food rec.1uests
must be approved by the Business Manager prior to expending A&S Funds.

13
14
15

850.7 If A&S Fees are pattially funding the contracted party the additional funds must be
authorized and accessible in a University budget index to acquire the Business
Manager's sjgnatute on the routing form.

16
17

850.8 A standard conuact routing form must accompany all smndard contracts expending
A&S funds. The following signatures ate required on the form:

4

9

18

A. Agency Director, RSO President, Dep:itttnent He:id or Branch He:id,

19

B. Appropriate Advisor if applicable,

20

C. Business Manager or their designee

21

22

850.9 A non-standard contract routing fo11n must accompany all non-standatd contracts
expending A&S funds. The following signatures are required on the form:

23

A. Agency Director, RSO President, Department Head or Branch Head,

24

B. Appropriate Advisor if applicable,

25

C. Business Manager or their designee,

26

D. President or their designee,

27

E. Chief Officer of Student Affairs or their designee,

28

F. Director of Environmental Health and Safety or their designee

29

G. Office of the General Counsel
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H. Vice President for Administration and Finance or their designee.

Chapter 852: Audits

5
6

852.1 Upon the request of internal audit, each Budget Director shall sub.tnit in writing t.o the
Business Manager a Report of Budget Status, which will include expenditures to date.

7
8
9

852.2 The University Internal Auditor, P.resident, Senate President, B&A Committee Chair,
Treasurer, Chief Officct· of Student Affairs, and/or the Business Manager may audit
the A&S indexes.

10
11
12
13

Chapter 853: Requisitions and University Processing
852.1

Purchasing Requisition Forms for all Centralized A&S indexes are to be processed
by the Business and Accounting Office.

14
15
16

852.2 After receipt of a processed Requisition by the UNF Procurement Se1vices
Department, a Purchase Order shall be issued and sent to the vendor. This Purchase
Order shall authorize the delivery of goods or se1vices.

17
18
19

852.3 When the goods or services arc delivered or picked up by an organization, the vendor
renders a bill or an invoice. Invoices for expenditure from all centralized A&S Fee
indexes must be sent to the SG Business nnd Accounting Office.

20

21
22

Chapter 854: Procedures for Specific Iterns
854.1 Property Control

23
24
25
26
27

A. Any Item purchnsed through A&S fees (including but not limited to, Property,
Consumable Goods, and Durable Goods) is the property of the St.'\te of Florida,
as administered by the Business and Accounting Office of the University of Nol'th
Florida, and, as such, is subject to periodic inventory audit. Repeated loss or theft
can be sufficient cause to require all property returned and deny further funding.

28
29

B. When an RSO is declared inactive, all SG inventoried items purchased through
i\.&S Fees shall be relinquished to the Business and Accounting Office.

30
31
32

C. When a student is no longer enrolled concurrently, he/she shall relinquish to the
Business and Accounting Office all Student Government inventoried items
purchased through A&S Fees.

33

D. The Business Manager shall ve11fy the inventory and notify the B&A Committee
of its condition and make a recommendation of possible foture use. All property

34
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iterns deemed by the Business Manager as surplus shall be disposed of through
established University pi:ocedures, if the disposal is approved by the President.

4

E. Property purchased through A&S Fees, as administered by the Business ahd
Accounting Office, may be checked out with the following conditions:

6
7

1. The Business Manager and President must approve the use of all property that
is classified as an Other Capital Outlay (OCO).

8
9
10
11
12

2. The B-usincss Manager, President, or the appropriate Agency must approve the
use of all property. Agency Advisors will maintai.!'1 a property log and a check
out and check-in log for items that are maintained by thatA&S funded entity. A
Property Control Policy ftom each A&S funded entity shall be provided to the
Business Manager

13
14

F. Failure to comply with University or Property Rules and Regulations will be
considered a major offense in the management ofA&S Fee funds.

5

15
16
17
18
19
20
21

22
23

24

25
26
27
28
29
30
31
32
33
34
35
36
37

38

Chapter 855: Durable Goods
855.1 Dutable goods shall be monitored and tracked by the Treasurer and reported

to all the appropriate funding boards if a request from any RSO is for durable
goods.

A. The Treasurer will work closely with the Business and .Accounting Office
Accounts to reu-ieve a list of all items that have been purchased by RSOs. The
Treasurer will have full discretion of determining if an item i s or isn't a durable
good with theAccountingAssociates se1ving a:s an advisor.
B. RSOs will be responsible for keeping all broken and outdated items until
the next audit where the Treasurer will inventory those items out and "will
assess mino.r o.r major infractions if needed. RSOs will also be required to
internally tracking durable goods that ate repu1posed and manipulated. These
items may include but ate uot limited to lumber, alurninum, steel, pfastic,
wires, and fabric.
855.2 The tracking of RSOs will be conducted in the form of a cie.r system of White,
Gray, and Blue. The dollar figure ainount of durable goods owned by the
RSO, including depreciation, will determine how an RSO is placed in the ti.er
system.
A. The White tier is the lowest tier as the RSO can only request up to $2,000
worth of durable goods.
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B. The Gray tier is the middle tier as the RSO can only request up to $5,000
worth of durable goods.

4
5
6
7
8
9

C. The Blue tier is the highest tier as the RSO can only re<-1uest up to $8,000
worth of durable goods.

10
11
12
13
14
15
16
17
18
19
.20
21
22
23
24

855.3 In the event an RSO wishes to move up to the next tier because they want to
request more durable goods, they must provide a written st.atement to the
Treasurer. The written statement to the Treasuter must be approved before
the RSO puts in a request for more durable goods.
855.4 An RSO may submit an appeal to the SIC Director if the Treasurer denies the
written statement. An RSO must submit an appeal withln five (5) business
days after the Treasurer's decision, which will then be brought to the next
Club Funding Boatd.
855.5 'The depreciation tate of the dutable goods is at a straight line 25°/o, canceling
out the durable good value by the fourth year. Once a d111-able good bas been
depreciated to 100% this good will then not be accounted for in the audit.

855.6 If thel'e is loss, damage, or theft of the dutable good this will result in a minor
and/ or major infractions.A minor fofraction consists of the loss, damage, or
theft of a durable good. If you receive three (3) minor infractions this will
cons1st of one (1) major infraction.

25
26

A. All minor and major infractions will be expunged at tJ1e end of the fiscal

27
28
29

B. An RSO can appeal a mi.nor or major infraction to the Treasuret. If the
Treasurer denies the appeal, the following actions stated in Section 855.4
may occut.

30
31
32
33

34

35
36

37
38
39

year for every RSO owning durable goods.

855.7 Penalty measures will be taken in the event a major infraction is given to an
RSO.
A. If a major infraction is given in the beginning of the semester with.in the
fu:st two months, the RSO will not be able to request durable goods for the
duration of the semester and must prove that the durable goods will be
secure and accounted for in the Jocation they ate being stored.
B. If a major infraction is given in the middle of the semester, following the
first two months, the RSO will not be able to request durable goods for the
duration of the semester and halfway through the following semester
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excluding Sum1ner C, and must prove that the durable goods will be secure
and accounted for in the location they are being stored.
C.

If i:10 RSO has shown repeated or a significant loss of durable goods they
can be subject to g hearing at the Club Punding Board to discuss the
duration of their penalty.

855.8 Audits will be administered by the Treasurer with the assistance of the SIC
Director at random.

10
11

A. 30% of the RSOs in the Wh.ite tier will be required to perform a minitnuln
of one audit pet fiscal year,

12
13

B. 50% of the RSOs in cl1e Gray tier will be required to perform a n:iinimum.
of one audit per fiscal year.

14
15
16
17
18
19
20
21
22
23
24
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C. Evc1y RSO in the . Blue tiet will be required to perform a minimum of one
audit per fiscal yc::ir.
855.9 The Treasurer will contact the RSO to schedule an audit The RSO will have
ten (10) business days to respond and schedule the audit. Io the event the RSO
does not respond within the given tin1e frame, a. major infraction will be given.
If an audit is scheduled and is unattended or rescheduled twice by the RSO, a
major infraction will be given.

Chapter 860: Assessment and Penalty Process
860.1 Reassessment of budget lines may be deemed necessa1y upon any of tbe following:

26

A. Violations of the Finance Code occur.

27
28

B. Expenditures of ftmds inconsistent with the original intent of the approved
allocations.

29

C. Projected A&S Fee Revenue is not met.

30

D. A Budget Transfer request.

31
32
33
34

Chapter 861: Freezing of Funds
861.1 Freezing of indexes is a tool to ensui:c effective management of the A&S Budget.

861.2 Freezing of indexes can be utilized whenever:
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A. Violations of the Pinance Code occur.

3

B. Reassessment of the budget is required.

4

C. It is deemed necessary by the Business Manager.

5

D. lt is deemed necessaty by the Treasurer.

6
7

E. Expenditures of funds inconsistent with the original intent of the approved
allocations.

8

P. It is deemed necessai.y by a three-fourths (3/4) vote of the B&A Committee.

9

G. It is deemed necessaty by a two-thitds (2/3) vote of the Senate.

10
11
12
13

861.3 The Treasurer, the B&A Committee, or Senate may freeze the fonds of a n index for a
period of time not t o exceed ten (10) business days, or any line item within the index
for the remainder of the cuttent fiscal year. The Treasurer, B&A Chair, or the Senate
President must notify, in writing, the entity, President, Business Manager, and the
Director of the t:cason(s) for such action and the duration of the freeze.

15

861.4 The entiry may appeal the decision to freeze under the normal appeals process (per
Title V). If the decision is overturned, the funds will be retumed to the entity. If the
decision is upheld:

18

A. The index will be frozen to the end of the ten (10) business day decision, or

19

B. The line item will b e transferred to Special Requests.

14

16
17

20
21
22
23

Chapter 862: Budget Deficits
862.1 No A&S funded entity may overspend their budget allocation without prior approval
of the Senate by a two-thirds (2/3) vote.

24
25
26
27
28

862.2 Any A&S funded entity that acquites a deficit in an expenditure category in their index
may be placed on probation by the Business Manager or by t:w-o-thirds (2/3) vote of
the Senate. The probation shall be te1minated when deficit is eliminated. While on
probation the entity will not be eligible to receive additional funding unless granted by
the Senate with a two-thirds (2/3) vote.

29
30
31

862.3 The Business Manager shall give Notice of Probation and Notice of Removal from
Probation, in writing, to the ent ity, the President, the Senate President, and the B&A
Chait.
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Chapter 863: Penalty Measures
863.1 J\.1isuse of A&S fees is an offense against the Student Body punishable by the 13&A
Committee and Senate.
A. Types of misuse of the A&S Fee are budget deficits and overspending under the
cLiscretion of the Treasurer and Business Manager.

8
9
10

863.2 If an A&S funded entity is found to be in violation of the Finance Code, Provisionaty
Language, or commits a major offense, the following actions may be taken:

11

A. On the fust (1st) offense, in the same fiscal year, said entity shall again be placed
on thirty (30) day probation and written Notice of Probation shall be provided by
the Business Manager to the Chief Officer of Student Affairs and President. If said
department is not within the Division of Student Affai.t-s, written notice shall also
be provided to the appropriate University Vice President.

12
13

14

15
16

17

18
19

B. On the second (2nd) offense, in the same fiscal year, decenttali7.ed indexes will
automatically become centralized. The Business Manager will infonn the Senate at
the next regularly scheduled Senate meeting. The index. shall remain centralized
until decentralization is approved by the Senate as per 830.2.

20
21
22

C. If the A&S funded entity violates the Finance Code three (3) or more ti.mes in one
fiscal year, the B&A Committee shall recommend further penalty measures to the
Senate, which may include restructuring, disbanding, or freezing the funded index.

23
24
25
26

863.3 Upon suspension from the Student Involvement Center due to a major offense, an
RSO shall be banned from accessing club funds for the current fiscal year, and shall
be further banned from requesting Special Requests and Travel Requests from SG for
the next two (2) fiscal years, not including the current fiscal year.

27
28

863.4 When an A&S funded department or agency is placed on probation, the Budget
Ditector of the index shall abide b y the following during the probation period:

29
30

A. Monthly reports must be presented to the Senate on the entity's efforts to comply.
The entity's Budget Director shall make the presentation.

31
32

B. All expcnclitutes, budgetary matters, and funding requests of the entity must have
prior written approval from the Business Manager.

33
34

C. The Budget Director and all officers of the entity on probation shall be required to
attend and complete a finance Code counseling session set up by the Business
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Manager, Treasurer, and B&A Chair.

3
4

D. At the end of each month, all financial records of tJ1e entity shall be submitted to
the Business Manager.

5
6
7

Therefore: Let it be enacted, by the University of North Florida Student Government,
which the fo1lowing changes to Title VIII: ;,The Finance Code" be made
effective immediately .
Legislative Action
Author: Treasurer Markos Kampouroglou
Sponsor: Budget and Allocations Chair Ellis_Leyjn_e,.
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Ally Schn�er, Student Body President
Signed and Delivered to the Senate Secretary

